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Aubrey Kagan 

From: Element K tips [tips@offers.elementkjournals.com] 
Sent: March 22, 2004 7:16 PM 
To: akagan@emphatec.com 

Subject: IME Tip: Require a password to access a workbook (Excel 97/2000/2001/2002) 

Dear Microsoft Excel Tips subscriber, 

Here's another useful Microsoft Excel tip from Element K 
Journals, your number one source for software tips and 
techniques . 

PLEASE VISIT OUR SPONSOR 

*********************************************************** 
Find the answers you need with The Complete Office XP Quick 
Reference Card Pack! 

Each six-panel, tri-fold card is packed with handy 
techniques you can use right away. You'll find the answers to 
your Office XP questions quickly and easily thanks to the clean, 
easy-to-read layout and helpful graphics. 

This exclusive pack contains one of each Quick Reference Card: 

- Microsoft Access 2002 

- Microsoft Excel 2002 

- Microsoft Office XP 

- Microsoft Outlook 2002 

- Microsoft PowerPoint 2002 

- Microsoft Word 2002 



Special Savings Offer! 

Each card sells individually for $7.95. 

If you order through this special Internet offer, 

you get all six cards for $29.95 - a savings of $17.75! 



Order today and get FREE shipping* with this exclusive 
Internet offer! To order now, go to: 

http : //www. elementkj ournals . com/buy/ showPromo . asp?coupon=112 54 5 
* Free shipping applies to U.S. residents only 
********** THE TIP ********** 

Require a password to access a workbook (Excel 97/2000/2001/2002) 

If you want to prevent people from opening a certain Excel 
workbook, you can assign a password to the file to control who 
can access its contents. In addition, you can use a password to 
limit the number of people able to edit the file. To set such 
passwords, open the file and choose File | Save As from the menu 
bar. Then, click the Options button on the Save As dialog box (if 
your dialog box doesn't have that button, choose General Options 
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from the dialog box's Tools menu) . 

Type the password you want to use in the Password To Open text 
box. As you type, the password is masked with asterisks. This 
password determines who can view the file's contents. Keep in 
mind that the password is case-sensitive, so capitalization 
matters. If you also want to control whether edits can be made, 
enter a different password in the Password To Modify text box. 

At this point, click OK. You'll then need to confirm any 
password selections you've made. If you assigned two passwords, 
the first one you confirm is the one you entered in the Password 
To Open text box. When you return to the Save As dialog box, 
click Save and then click Yes to save over the original workbook 
with the new password-protected workbook. 

When you later reopen the file, you'll be prompted to enter its 
password. Enter it in the Password text box and click OK. If you 
supply an incorrect password, Excel displays a warning and the 
open process is cancelled. 

If you also assigned a password to control modifications, you'll 
be prompted to enter it now. If you're unable to supply the right 
password, or you don't need to make changes, you can click the 
Read Only button to open the file; however, you won't be able to 
save changes you make to the workbook unless you save to a new file. 

Click here to email this tip to a friend, and you'll both get an online 
coupon to save 20% off all items purchased at www. elementkjournals . com . 

PLEASE VISIT OUR SPONSOR 

********************************************************* 

Just-in-time solutions for everyone in your organization 
*************************************************** 

An EKJ Online site license offers unlimited access to a 
complete reference library containing thousands of articles, 
tips, and professional solutions only a mouse click away. 

Choose from a complete line of Business Professional, 
Graphics and Digital Design, and IT and Web-related topics 
including Microsoft Windows XP, Microsoft Outlook, Microsoft 
Office XP, Microsoft Windows Server 2 003, Adobe Photoshop, 
AutoCAD, and more. 

Many K-12 schools, universities, corporations, and government 
agencies across the country are utilizing EKJ Online as their 
primary training resource. Others use it as a cost-effective 
reference database providing invaluable support to IT help 
desks, trainers, office workers, and everyone within their 
organization . 

To learn more about the NEW site license program from Element K 
Journals, go to: 

http: //www.elementkj ournals . com/specials/SiteLicenses/ 
********** SUBMIT A TIP! ********** 

Do you have a shortcut or technique that's tip worthy? If so, 
send it to ime_editor@elementk.com. If we use your submission, 
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